iLearnOregon

Create A New Account

IMPORTANT INFORMATION FOR STATE EMPLOYEES

In to create a new account you must know the user’s first and last name exactly as it appears on their
paycheck stub; or you must know their Employee Identification Number (i.e. OR1234567).

When you are selecting the user’s job title, you may see the same one multiple times but with a different
job classification code. You will need to know the user’s job classification code so that you can select the
correct job title.

If the user’'s manager does not have an account within iLearnOregon, you must know their first and last
name exactly as it appears on their paycheck stub; or you must know their Employee Identification Number
(i.e. OR1234567).

To create a new account complete the following steps:

1.
2.
3.

In your web browser type in the following URL https://ilearn.oregon.gov.
Once you are logged in, select "Administration"

Select “Manage Users”. This will take you to the Manage Users page. Before creating a new account
search to make sure they do not already have one.

Click the Create New Account link. This will take you to the User Information page.

Administrator IDP Coach |

To perfarm a search, enter some ar all of the specific criteria indicated below and then click Search. Use the Page menu to

petform other tasks,
Last Name
First Name

Expertise

Professional
Experience

Search Type
Job Title
City

State
Country
Activity

User Search

This Dormain Only
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5. From the User Information page you will need * Type @ State Employee
to select one of the following options for type:
-+ Select State Employee if the user has a
valid state issued email address (i.e.

O State Emplovee using a non-State email
(O Mot a State Employee

jane.doe@state.or.us)

-+ Select State Employee with Non-State
Email if the user doesn't have a valid state
issued email address or would like to use
an alternative email address.

-+ Select Not a State Employee if the user is
not an employee of the state of Oregon.

6. Enter the user’s full first and last name.

7. Click on the Find It button next to the Employee ID field. Once the user’s record is found, the system
will automatically populate the user's Employee ID and email address. Verify that the user’s email
address is correct. NOTE: Email addresses should be entered using the user’s public email address
and not their agencies internal email address. For example: yourname@state.or.us instead of
yourname@odf.state.or.us.

8. Enter text for the user’s Login ID. NOTE: The login must be at least 6 characters and cannot contain
spaces or characters such as /, @, or &.

¥ Last MName
* First Iame
Mliddle IName Tt
* Employee ID
¥ Email Address
* Choose alogin ID
Language
Eegion

Time Zone | (GMT-08:00) Pacific Time (US and Canada); Tijuana v

9. Once you complete the User Information screen, you will need to select Next to continue to the Job
Title screen. The job titles come from the State's Position and Personnel Data Base (PPDB) and are
in alphabetical order.

. JobTite |
(Mone)
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10. Using the drop down menu, select the appropriate job titte. REMEMBER: If there are several of the
same job titles listed, look for the one with the same job classification #.

User Information Job Title |

Account Clerk 2 - J9661
Accountant 1- C1215
Accountant 1- L9768
Accountant 1- %1215
Accountant 2 - C1216
Accountant 2 - JO9BG4

11. Once you have selected the appropriate job title, you will need to select Next to go to the Organization
screen. There are 3 categories of organizations: None, Other, and State of Oregon.

50

ther, IMon State Employees

&-State of Oregon

E
E
E
E
E

&

--Other, Non State Employees
=-State of Oregon

- A ecountancy, State Board of

H- & drmistrative Services, Department of
H-Aariculture, Department of

H-Aation, Oregon Department of

H-Blind, Commmission for the

-Blind, Industries for the

H-Children and Families Commission, Oregon
--Chiropractic Examiners, Board of

H-Clincal Social Workeers, Board of

- Commission For Women

H-Cloy n unity Colleges and oridorce Development, Dept of .

13. Locate the user’s agency and expand the agency tree.
14. On your agency's expanded tree, select the division/section/unit that the user works for and then select

Next.

. rrnation Organization |

--Other, Non State Employees

5-State of Qregon

----- Accountancy, State Board of
Q--Admj.nistrative Services, Department of
é--Budget and MManagement Division

~Budget Section
Capital Investment Section
rbits Project

- Sabt Section . L 8 ) X
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IMPORTANT INFORMATION FOR SELECTING A MANAGER

You will have the option of entering the user's manager information. This will create an account for their
manager. In order to enter the user's manager information you will need to know their first and last name
exactly as it appears on their paycheck stub; or you must know their Employee Identification Number (i.e.
OR1234567).

15. Using the drop down menu, see if the user's manager is listed.

]

Mone :|
Manger, John Q.

16. If their manager isn't listed, select "Enter Managers Information”. Or you can select None on the drop
down menu and then select finish.
jserInformation [ SelectManager ||

tion
Select Manager Manager (Mone) D

Enter Managers Information s

17. Enter the user's manager full first and last name.

18. Click on the Find It button next to the Employee ID field. Verify that the user's email address is correct.
NOTE: Email addresses should be entered using the user’s public email address and not their
agencies internal email address. For example: yourname@state.or.us instead of
yourname@odf.state.or.us.

19. Once you have entered the manager's information, select "Save Managers Information ".

nz

ser Information

Manager {Nane) D

Enter Managers Information s w

To lookup your manager's information, enter their last and first name exactly
as it would appear on their paycheck stub.

# Last MName
# First Mame
Ifiddle MNatne /Tt
% Employee II!

% Email Address
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20. Select "Finish" and the user’'s new account will be created.

The user will receive an email notifying them that an account has been created. The email will contain
their temporary password, but it will not contain their login ID. You will need to let them know what their

login ID is in order for them to access the system.

Managing Users

The following section provides step-by-step instructions for how an Administrator can create a new
password, edit a users activity, edit a users Login ID, edit a users profile, manage a users personal

learning events, perform a proxy login, send an email to a user, set a users primary domain, view a users

transcript, and create a new account.

To manage a user:

1. Inyour web browser type in the following URL https://ilearn.oregon.gov.
2. Once you are logged in, select Administration.

3. Select Manage Users. This will take you to the Manage Users page.

4

5

Search for the user.
Once you find the user you want to manage, you will select the drop-down menu underneath the
header.

Action

Administrator IDP Coach |

To perfarm a search, enter sarme ar all of the specific criteria indicated below and then click Search. Use the Page renu to
perform other tasks,

Last Name |meng Create New Account DH

First Name

Expertise

Professional
Experience

Search Type |all words [+
Job Title [+
City
State [+]
Country D
Activity ]
User Search | All Domains [+]

Recards found: 1

@ Meng Brandy Hr Consultant 2 - X1327 Salem Active

a Create Password Dm
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To create a temporary password:
6. Once you find the user you want, under the Action header select Create Password.

7. Click Go to access the Create Temporary Password page.

@ Menag Brandy Hr Consultant 2 - X1327 Salemn Active Create Password I:l q
OR

Records found: 1

Edit Activity

Edit Coaching Roster

Edit Login ID

Edit Peers

Edit Profile

Manage Fersonal Learning Events
Proxy Login

Select Primary Domain

Send Email

Wigw Transcript

8. From the Create Temporary Password page, click Create to change the user's current password to a
system-generated temporary password that will be automatically emailed to the user.

Brandy Meng

Create Temporary Password

Click Create to change the user's current password to a system-generated terporary password that will be automatically emailed
to the user,

[ cezte [ reem |

NOTE: When an administrator creates a temporary password an email is sent that contains a system-
generated temporary password to a user who has forgotten their password. The user's current password is

automatically changed to a temporary password.

When the user receives the email, they log in with the same Login ID and use the new temporary
password. After the user clicks Login from the Login page, they are taken to the Edit Password page.

To make a user inactive:
6. Once you find the user you want, under the Action header select Edit Activity.
7. Click on Go to access the Edit Activity page.
8. From the Edit Activity page you can:
-+ Click the button next to "Inactive" or "Active.” The "Active” button is selected by default.
-+ Click the calendar icon to select a date or use the menus and the Year field to enter the Start Date.
(Optional)
-+ Click the calendar icon to select a date or use the menus and the Year field to enter the End Date.
(Optional)
9. Click Save (message displays indicating the activity was saved).
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Edit Activity Comrients |

Select an activity level, If you want to enter a specific date range for activity, use the calendar icon {auto-fills month/day/vear
and removes the checkmarks for no start and end dates) or use the menus and year field {click the checkboxes to remove the
checkrnarks for no start and end dates).

¥ Activity O Inactive ® active
n“-h
Start Date N Maonth Day rear 12:00 AM

Mo Start Date

i,
End Date 3% Manth Day Tear Midnight

Mo End Date

e

NOTE: By default, after creating a new user they are automatically active for an indefinite period of time.
Inactive users are stored in the system and are only viewable or searchable by authorized users when

specifically searching for them using the advanced search. Edit Activity is a way to hide a user, and then
you may unhide them at any time. If you want to make users inaccessible and still keep them in the system
in case you want to use them again in the future, you change the Activity to "Inactive” as opposed to using
the deletion process.

To edit a users login ID:
6. Once you find the user you want, under the Action header select Edit Login ID.

7. Click Go to access the Edit Login ID page.

8. Type the new Login ID in the "New Login ID" field. The user's current Login ID should be displayed in
the Current Login ID field. When creating the login ID, the following special characters can be used: @,
#LNS L2 5+G) ) { ) and\.

9. Click Save. The Manage User's page displays with a message indicating the user's Login ID was
updated.

Edit Login ID |

Type a new Login ID for the user. Click Save when finished,

% Current Login ID bmeng

¥ New Loagin ID

Ay
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To edit a user’s profile:
6. Once you find the user you want, under the Action header select Edit Profile.
7. Click Go to access the Edit Profile page.
8. From the Edit Profile page you can edit a user’s information by clicking on any of the following tabs:
-+ Contact: This is where you edit a user's contact information (i.e. phone number, email address,
etc.)
-+ Manager: This is where you select a user’'s manager.
-+ Qrganization: This is where you select a user’s organization that they work in.
-+ Job Title: This is where you select a user’s job classification.
-+ Professional: This is where you enter job and career-related information for the user.
-+ Preferences: This is where you select preferences for how a user will view the information in the
system (i.e. records per page, skin, time zone, etc.).
9. Click Save after you make changes to any of the tabs on the Edit Profile page.

Contact | Manager | | ©rganization | | Job Title Professional Preferences
Edit Contact Information | Preview

Edit your contact information. An asterisk { * ) indicates required information. Click Save to save your changes,

* First Name Brandy
* Last Name Meng
Middle Name
* Email Address |brandy.l.reng@state orus
Work Phone |503-378-4843 Ext.

Home Phone

Mobile Phone
Fax

Address

City

Province

State

Country

Postal Code

el ]

S503-779-3604

155 Cottage Street SE U30

Salem

Qregon

UNITED STATES

97301
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To add a personal learning event:

Personal learning events are activities that occur outside of iLearnOregon (e.g., college courses, on-the-
job training, conferences, etc.).

6. Once you find the user you want, under the Action header select Manage Personal Learning Events.

7. Click Go to access the Manage Personal Learning Event page. From this page you can search for
personal learning events that have been added to the user’s transcript or you can create a new
personal learning event.

Manage Personal Learning Events

Simple | Advanced

To perform a search, type keywords in the Search Text field. Select items from other search criteria options to refine the results
and then click Search, Use the Advanced tab to select criteria to further refine the results,

User Name Brandy Meng Create Mew Learning Event E

Search Text |

Search Type | Any words
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8. Select Create New Learning Event from the page menu.
9. Click Go to access the Edit Learning Event page.

10. From the Edit Learning Event page you need to add the following information (Only fields with a « have

to be completed):

-+ *Learning Event Title: The name of the learning event.

-+ *Learning Event Type: The classification for the learning event.

-+ *Training Sponsor: Indicates the name of the organization that offered the training.
-+ *Start Date: Indicates the date you started the learning event.

-+ Complete Date: Indicates the date you completed the learning event.

-+ *Score: Indicates your final score for the learning event.

-+ Progress Status: Indicates if you have started or completed the learning event.

- Credit Type: Indicates the type of credit received for this learning event.

-+ Credit Hours: Indicates the number of credit hours completed for this learning event.

-+ Certification: Indicates if a certification is awarded for completing this personal learning event.

-+ Training Details: Additional information about the learning event.
11. Click Create after you are done adding the information for the learning event.

Edit Personal Learning Event | Preview |

when users perform searches,

* Learning Event |
Title

*Learning Event | Certification
Type

*Training Sponsor

e “I"-h
“Start Date ' Month Day Tear 12:00 AM
“n-f-
Complete Date % Maonth Day TEar 12100 AM
Score
Progress Status () Completed O started
Credit Type

Credit Hours

Certification (O ves Orno

Training Details

Type new or change existing summary infarmation about this itern. The system also uses summary information to find the iterm

e

NOTE: Personal learning events are added to the selected user's transcript. Personal learning events are

specific to each user. When one is created, it only exists for the user for whom it was created.
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To proxy login into a user’s account:

Proxy Login is where an Administrator user can log in as another user. When logged in as another user,
the authorized user is a proxy for the user and the user experience (permissions, domain membership,
access to menu items, etc.) is exactly as it is when the user logs into the site as themselves. The
Administrator does not retain any administrative power when acting as a proxy, unless the user they are
logged in as has administrative permissions. Any action performed by the authorized user is attributed to
the user on whose behalf they are logged in as. For example, if the authorized user completes a course
when logged in as another user, the user (not the authorized user acting as proxy) is given credit for
course completion.

6. Once you find the user you want, under the Action header select Proxy Login.

7. Click Go to access the Proxy Login page.

8. Once you select go, you will get a pop-up asking if you want to continue or cancel the proxy login.
Click OK to continue.

b o v,
| NSO e e sk o) d]

9 You are about ka lag inka the sike as Brandy Meng. While loaged in as this user, any action you perFarm will be
m‘f’ credited to the user, Click OF to continue, or Cancel to remain logged in as yaourself,

| oK | I Cancel

9. Type in your password.
10. Select the user's domain that you want to proxy into.
11. Click Login.

Proxy Login

User Name Brandy Meng
User Login ID bmeng
Administrator Login  bmeng
1D

# administrator |eessssssse
Password

*gelect Domain | Administrative Services, Department of

[ oot
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NOTE: After you are logged in as another user:

Your original session is terminated.

You are logged into the system as the selected user in the same window.

You can perform tasks and act on behalf of the user.

The system records any tasks you complete as if the user him/herself for whom they have logged in is
completing the tasks.

When the Administrator performs a proxy login for another user, the system stores the following
information:

Authorized User
End User
Date/Time authorized user performed a proxy login

A new record is created each time a proxy login occurs.

Enroll Users in a Current Class

To enroll a user in a current section:

The course must be available (i.e., not under revision/checked out).
The user cannot already be enrolled in the section.

To enroll users in a current class:

PR E

In your web browser type in the following URL https://ilearn.oregon.gov.

Once you are logged in, select Administration.

Click Manage Training.

Click Classroom.

Type a keyword or phrase in the Search Text field.

Click Search to view a list of courses that match your search criteria. The search results display
alphanumerically and may include paging. Review the list of search results and find the course you are
looking for.

Select Manage Enrollment from the Action menu.

Click Go. The Manage Enroliment page is displayed.

Search |

Simple | Advanced

To perform a search, type keywords in the Search Text field, Select iterns from other search criteria options to refine the results
and then click Search. Use the Advanced tab to select criteria to further refine the results,

Search Text |dormestic Create New H

Search Type | Any words

Records found: 1

@ (© DAS - Domestic Violence in the Workplace Mane Manage Enralimant m
Manage
Manage Sections
Surveys

Required Training
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7. Select Batch Enroll Users from the page menu.
8. Click Go. The Enroll page is displayed.

Manage Enrollment |

Enter search criteria using the fields and menus and click Search to find course sections, Use the checkbox and Cancel
Enrollment/w aitlist button to cancel a user's enrollment or waitlist a user,

Section Status Current Batch Enroll Users H
Start Date & Month Day Tear
End Date % Month Day Year
Activity

User Search | This Domain Only

9. The Batch Enroll page is where you search for a user(s) and enroll them in a current or past classroom
course section. Under the User Search area, you do a search for user’s to enroll in the class. Enter
search criteria using the fields, menus and checkboxes in the User Search area.

User Search

Last Mame
First Name
User Search | This Domain Only

All Organizations Click this checkbox to select all arganizations.

i i [ ] other, Mon State Employees
Organization

[ ]state of Oregon

Role

State

10. The Section Search area automatically displays all current sections of the classroom course that are
not filled to capacity (in order by section start and end dates - earliest section listed first). Since there
may be several sections, use the search fields to refine the results and find a particular section. You
can also search for classes that occurred in the past.

Section Search

Section Status Current

" ol
Section Start Date S Month Day Tear
Section End Date 7 Manth Day Yean

Section Activity

11. Click Search. A list of user’s displays to the left of the Sections List at the bottom of the tab, and the
Sections List is updated if you changed the search criteria in the Section Search area.

12. Click the Checkbox next to the user you want to enroll in the Users List. You may click the checkboxes
next to more than one user to add multiple users at the same time.

13. Click the Radio Button in the Sections List next to the section for which you want to enroll the user.
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14. Click Enroll. A message displays at the top of the page indicating the users were enrolled. Also, the

enrolled users are no longer displayed in the Users List and the value for the number of enrolled
students is updated in the Enrollment column of the Sections List. Enrolled users receive an email
indicating they were enrolled, and their managers receive a copy of the email. When the section
becomes full, it is no longer displayed.

Users List Sections List

Records found: 1 Records found: 2

.-. Last Mame First Marme .-. Section #
[0 @ Meng Brandy o @ 1w 12/8/2008 - 12/8/2008 118/28/0

| Enrol | O @ ¢ 12/8/2008 - 12/8/2008 95/20/0

NOTES:

After clicking Enroll, the system checks to see if the user is waitlisted in any section for the same
course. If the user is waitlisted in one or more sections, their waitlist status (for all of the sections in
which they are waitlisted) is cancelled. The system sends an email to the user for each waitlist status
that is cancelled.

After clicking Enroll, if the number of users selected will cause the maximum capacity to be exceeded,
the system displays a message indicating there is not enough space in the section. None of the users
are added. You may either find another section that has room for all of the users you want to add or
click the information to find out the maximum capacity, subtract the number of students already
enrolled (first number that is displayed in the Enrollment column in the Sections List) and only enroll the
number of students for which the section has remaining space.

Users can only be enrolled per each search results page. Therefore, you may not select a user on the
first page of search results, then click another search results page, select more users and click Enroll
because the user selected on the first page will not be included.
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